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25X1A | cee — | . 21 November 1949 


SUBJECT: Maintengnce of Files of Cables from Participating 
Departments 


ee TRA 


25X1A° —- RESGISSION: Administrative Instruction No. MBE aotea 
25 February 1949. 


1. The Offico of Colloction and Dissemination will 
maintain a referonce file of all intelligonce cables received 
from other agoncios for a period of six months. These cables 
will bo dostroyod in accordanco with cxisting sccurity rogulations 
aftor being held for six months. 


2 All requosts for cables will be made to CCD Ifa 
cable required is oldor than six months it will be procured 
by OCD from the original recipiont. 


3. This procodure docs not portain to certain special 
cables now boing handled scparatcly. 
25X1A 4. Any provisions of Administrative Instruction No, res 
dated 10 December 1946, in conflict with this Instruction are 
rescindod. 
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ADMINISTRATIVE INSTRUCTION 25 February 1949 

25X1A iio, ats 


SUBJECT: Maintonanece of Filog of Cablos fron Participsting Depertnonts, 


ne i een MeO SST 


25X1A 1. Effective inmodintely and pending revision of Administrative 
Instruction No, JB "Tentative CIA Administrative Procedure for Handling 

Cables from Participsting Depsrtnonts", dated 10 December 1946, the follow~ 

: ing procedure will govern the maintenance of filos of intelligence. cablos 

| received from othor agencios; 


a. OCD will maintain for ninety (90) days aftor receipt an 
indexed reference file of all IAC intelligence cables recoived, 


b. Communications Division, OS0, will maintoin a like file 
of the same cables for a period of one year, 


ec. Each activity indiceted above will destroy these files in 
accordance with oxisting security regulations when they have boon 
held for the prescribed period. 


2 <All roquests for cables will be nade to OCD. If a exbic required j 
is older than one year it will be procured by OCD from the original reeipicnt 4 
or from the Archives, 


. 3. This procedure doos not portain to certain special cables now being 
25X1A handled seperately, 


4. Any provisions of Adninistrative Instruction No, | | datod 
10 December 1946, in conflict with this instruction are rescinded, © 
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STATINTL CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


ADMINISTRATIVE INSTRUCTION | Ade A het 


| NO. 
: STATINTL SUBJECT: a of Files of Cables from Pets otoetine Deper tuents 
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1. The office of Collection and Dissemination will naintedn 
a wareréries file of 211 intelligence cables received from other 
agencies for a perio. of six athe These cables will be destroyed 
in accordance with existing security regulations after being held 
| for six months. | | 
2, ALL requests for cables will be made to OOD. If a beable 
required is older than six months it will be ‘procured by OCD frou 
the origdinel recipient. | | 
3. This procedure does not pertain to certain special ee 
now being handled separately. 
4. Any provisions of Administrative Instruction 
dated 10 December 1946, in conflict with this Instruction are 
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reseinded. 
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25X1A ADMINISTRATIVE INSTRUCTION 
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SUBJECT: Maintenance of Files of Cables from Participating Departments 


CONCURRENCES: 


(DATE) L¥heoed5 


: (parE) Vigk 
(DATE) Vl ¢/ 9. 


‘. 


Dae Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020002-0 


a 


4 
ot 
4 
ph 
its 
eed 
& 
4 
iit 
Br 
“4 

+ 

f 


Camere Tyg 
Be UR ee fede thio 


ADMINISTRATIVE INSTLUCTION | 
Hoy HE (Revised) 


SUBJECT: Noimtenance of Files of Cuties fron Participating Departnents 


COMCURRENCES s 


(ame) LOWY (949 
I de (not) concur ae on 


Ore, 


I do (not) conc 


% 


(DATE). 


ott 


oe 
Ay Wy v ral ty rd 3 a a | 
COWADE TIAL 


JA-RDP81-00728R000100020002-0 


Lays 


« ovauber 9, 1949 
CALPE 


Approved For Release 2001/08/02 : CIA- RDP81-00728R000100020002-0 


 ILLEGIB 


ILLEGIB . CENTRAL INTELLIGENCE AGENCY 
- Washington, D. Ce 


25X1A «ADMINIS aATIVE InsTRUCTION 
HO, ME (Revise:) 


: suBmECr: Baintenance of Files of Cables from Participating Departments 


1. The Offies of Collection and Dissemination will naintain 
e reference fle of all intelligence cables received from other 
agatatde for a period of six months. These cables will be destroyed 
dn accordance with existing security regulations after ia held 

for six mony. 

2. All requests for cables will ks made to OCD. If a bable 
required ‘te. older than six months it wilh be procured by oop fron 
the original recipient. 

3. This procedure does not pertain to certain spectal ecbles 

now being handled seperately. 

25X1A | 4. Any provisions of Administrative Instruction No. [J 
: dated 10 Decomber 1946, in conflict with this Instruction are 
roscinded. 
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25X1A ADMINISTRATIVE INSTRUCTION 25 Fobruary 1949 
; NO, . 


SUBJECT: Maintenance of Files of Cobles from Participating Departmenta, 


1. Effective immediately and pending revision of Administrative 

| 2OX1A Instruction No, MJ "Tentative CIA Administrative Procedure for Handling 
Cables from Participating Departments", dated 10 December 1946, the follow~ 
ing procedure will govern the maintenonce of files of intelligence cables 
received from other arenciess 


a OCD will maintain fer ninety (90) days after receipt an 
indexed reference file of all IAC intelligence cables received, 


b. Commmications Division, 050, will maintain a like. file 
of the same cables for a period of one year, 


Cs Each activity indicated above will destroy these files in 
accordance with existing security regulations when they have been 
held for the preseribed period. 

&e All requests for cables will be made to OCD, If a cable required 


is older than one year it will be procured by OCD from the original reelstent 
or from the Archives, 


3. This procedure does not pertain to certain special cables now being 
handled seperately, 


25X1A 4. Any provisions of Administrative Instruction No. [EBB dated 
10 December 1946, in conflict with this instruction are rescinded. 
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7 - . CENTRAL “INTELLIGENCE AGENCY 


a Washington, D. C. ie 
25X1A oi ISTRATI INSTRUCTION 


SUBJECT: Maintenance of Files of Cables from Participating Departments. 


1. Effective immediately and pending revision of Administrative 
25X1A Instruction No. = "Tentative CIA Administrative Procedure for Handling 
Cables from Participating Departments", dated 10 December 1946, the follow- 


ing procedure will e-enptoyed-de! the maintenance of files of intelligence 


; memel 4 thy, epereda 
cables from | ventiedpating-departnents: 


a, OCD will maintain,en 4ndexed reference file of all IAC 
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for 90 days after receipt. 


ae, resnenpernins rsa te tee aereOn 


intelligence cables receive 


b. Communications Division, OSO, will maintain a like file 
of the same cables for a period of one year. 


Csh- 
c, Both-ef—the Nace cad indicated above will destroy 
free 


their files in accordance with existing security regulations 


prreertedl pererel s 
: when they have been held for the pequisite—time~ 


pee Le A FORTE, TERETE DE ARE EEE EAE 


2, All requests for cables will be made to OCD. If a cable required 
is older than one year it will be procured by OCD from the original recipient 
or from the Archives. J 

Aba wey pedech ay 
3, This procedure widl-net-effect certain special cables now being 


handled separately . 


LO December 1946, in conflict with this instruction are rescinded; alt-othen. 25X1A 
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; Office Memorandum + onrrED STATES GOVERNMENT 


TO : Acting Executive | DATE: 2 February 199 
FROM : Acting Management Officer 


SUBJECT: Re tention of chiara Files. 


le Preliminary discussions were held some tins ago to determine the 
length of time copies of cables secured from the IAC agencies were to be 
retained in: (1) the OCD Library, (2) Communications, 


26 All agencies in CIA to a certain extent utilize these cable files. 
However, ORE is the primary user. 


3. Recently the subject was reopened and Management questioned the 
OCD Library Personnel to determine how many cables have been called for 
by operating offices after they were 90 days old. Only one request had 
been recorded. There is no record of CIA having ever asked Archives for a 
cable so old as to have been destroyed by this Agency or by its original 
receiver. 


ae le Based upon the above , > itis recommended that all cables received 
. be indexed and filed in OCD (after use when that is the case) and main- 
tained for a period of 90 days. All cables over 90 days old would be 
destroyed according to security regulations. 


5. It is recommended that Communications maintain their file of 
these cables for a period of one year. After this time they would be 
destroyed as indicated above. 


i 6. By: this means OCD will be avis to give prompt cable service for 

current cables (less than 90 days old). Older cables (up to one year) 
would be secured by OCD from Communications upon request. For cables 

_which are more than one year old OCD or Communications will secure copies 
from the original source or even the Archives. It is the belief of the 
Management Office that cable usage indicate the above procedure. will be 
adequate. This procedure will not affect certain other cables. (Reference 
our conversation.) 


7. (Note: OCD Personnel indicated that they "understand" General 


Wright desired that cables be maintained for any reference, and this 
decision should be checked with him.) 
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February 199 


- MEMORANDUM FOR: Assistant Director for Special Operations 
Assistant Director for Collection and Dissemination - 
Assistant Director for Reports and Estimates . 
Assistant Director for Operations — 


fn SUBJECT Maintenance of Cable Files for Reference. 


1, The result of a preliminary study by the Management Office indi-~ 
cates that of all the cables received from the TAC Agencies either by OCD 
or by Communications, and when filed by OCD, that 9 per cent of the re- 
£ quests for cable reference is within the first 90 days such cables are in 
possession of CIA. 


2. It is recommended, therefore, that: 


ae OCD maintain an indexed file of all cables received for 90 
days for ready reference. . 


be Communications maintain their file on the same cables for a 
period of one year. 


c. Both of the activities indicated above destroy their files 
when they have passed that date. 


' 3, Requests for cables should be made on the basis of the above, and 
if a cable required is older than one year, it will be procured by OC 
from the original recipient or from the Archives. 

. All requests for cables will be made to OCD. 


5. This procedure will not affect certain special cables now being 
handled separately. 
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CENTRAL INTELLIGRNCE AGEMCY 
Washington, D, C,. 


ADMINISTRATIVE INSTRUCTION 21 November 1949 25X1A 
NO. 


SUBJECT: | Weintenine: of Files of Cables from Participating 
Departments canis 
: 25X1A 
RESCISSION: Administrative Instruction No, ai dated 
25 February 1949. 


1. ‘The Office of Collection and Dissemination will 


maintain a referoncs file of all intelligence cables received 


from other agencies for a period of six months. Theso cables 
will bo destroyed in aecordance with oxisting sccurity regulations 
aftor boing held for six months. ; 


2, Ala roquosts for cablos will be made to ocD. Ifa 
cable required is oldor than six months it will be procured 
by OCD from the original recipicnt, 


3. This procodure docs not portain to cortain spocial 
cables now being handled scparately, 25X1A 


4. Any provisions of Administrative Instruction No, iat al 
dated 10 Docember 1946, in conflict week this Instruction are 
rescindod, ; 


FOR THE DIRECTOR OF CENTRAL serene = 25X1A 


Captain, USN 
Executive 
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